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Viemorandum to:  Distribution A

/W
From: Becky Keith \é{/

Director of Personne!

Sublect Procedures “ur Posting and Fiiling Pusiions

Recentlv. there have been various Jquestions concerming the postng and filing of vacant
positions. To roilow up ont ne\e ‘ssues. [ am distributing updated guideiines that comph

with Merit-Based Hiring proce s and should be followed at all umes.

. Each permanent posmon 10 he fiiled shall be posted with the excepuon for approv ed

waivers as derined in ltem =2 Temporary positions ure not required 10 0g posie
inciuding positions fiiled b \fodei Co-operative Education siudants and State
Government interns.

2. Vacant positions to be fiiled ‘nternatly rrom within the DOT can te posies d tor

five workday

‘acant positions 0 be filled ‘nternally by state government employess <an be nosted
for seven workdavs.
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Vacant positions 1o be fiiled applicants outside n..u sovermment can de
posted for seven or len Workdays. It is reconumended that these be posted for the ten
day period whenever possibie 10 allow all appiicums ample time o appiy.
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All pomnus must be entered in the computer by W ednesday of each week in
order (o be posted on the foilowing Tuesday.

4. Waiver of posting on a position may be requested if the following conditons are met

a.  the position is filled within 60 davs of the beginning posting date ot a
previousiy posted position with the same clussitication:

b. the position deseription. kinowledge and skill requirements. and
eeographical focation is identical 1o the previously posted position:
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c. the applicant recommended for the waiver of posting did apply and was
considered for the previously posted position:

d. the waiver letter. submited with a PO-105 on the recommended applicant.
must be submitted within the 60 day period and include: (1) pos k: dates of
the previous position (2} position control numoers of “the previous position. and

.11 suphead of the previous position.

‘he waiver should be for an applicant from the designated Highiv Qualifed

P01 -0 compiy with Verit-Based Hiring procedures.
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recommended applicant from a current application pool must be
[t there are extenuatng
anier 919y Ti3-

Seiection or a
made within 90 davs of the ending nosting date.
circumstances. an excepuon may be requested by contac: ing June L
9836: otherwise. the position must be reposted. [f the position is 12
applicant who appiied for the nosition during the first posiing momc o2 notiried by
lerter of the reposting and informed that they will sull be considerec.

:
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When a recommended appiicant declines a position and it 1s within 60 davs rom the
|‘t;;

beainning posting date. a second choice selection may be made {rom e same
package. However. management should be aware that if there was 2 a RIF applicant in
the package and thetr RIF rights had subsequently expired. they wouic sl iil have
whatever RIF priority they had w hen the position was posted.

If an applicant accepts 2 position and reports t and
subsegquently resigns. a second selection cannot be made from the posting. The

position must be reposted.

0 WOrk for any part ora u....\‘

When a position is reposted. ail applications from the first posting nesc 10 de sent in
separate package since they have already

(0 the Quaiifications Review Section as a
gsi houid be sent in

been evaluated. The second group of applications for the repostn
as a separate group. When the package is sent back. there will be two Quaiifications

Evaiuation Reports and they will be labeled as ~1* Posting and “Repostng”

[f a department/division determines that because of recruitment difficuittes it is
approonate 10 recruit and employ a trainee. then the vacancy should be posted at the
trainee level. The Office of State Personnel automatically prints the rainee level
on the postings due 0 recruitment problems for the following classes:
Transportation Technician L. Transportation Technical Aide L. and

Transportation Geological Technician [

vou have any questions O CONCemS. please call me at (919) 733-3846 or June Lanier at

713-9830.



